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25X1

" Report of accowplishments while on assi mt in the FE Ares
Report o Lo o gnme g W13

' 1. PURPOSE

To confuct records surveys as neaﬁssary to feplement
Reeords Managewent Progran in those areas as directed by the Chief,

!‘E Primary considerstion to be given to the  25x1

d4spoeiItion o nBctive records accunulated in the Stations and Bases

2. ACCOMPLISHMENTS

The assignwent lasted five months apnd the areas
visited included[ | The accomplishments 25%1
during this tour sre as follows: :

a. Records Control Schedules were prepured, coordimmted end
approved for| }] The schedules provide for the orferiy 2511
retirement, preservation sod destruction for all administrative and
support type records. A total accumulation amounted to over 1585 eubie
feet of meterial of which only 8% was detervined to be of permanent
value, During the survey, lmmediaste destruction was made of 110 feet
with an additional 270 feet to be destroyed by the first of the calendar
year.

b. ; :s were prepared and luplewented for a designated
vault area on to be used as a repository for all the inmetive 25¥1
records of the base. These procedures will provide for the orderly
retirement and servicing of the records thereby eliminsting to & great
extent the purchase of additional filing equipwent.

- €. A modified version of the Headquarters Subject Numeric
File Systew was sdapted end installed for all administrative and
nontechnical fileso The use of this standard system will 2o%1
increase the useful records and simplify the training of
clzrical employees, the majority of which are contrsct wives.

4, Prior to returning to Headquarters, the Chief, FE , 2%
: ted that a prelimipary records Burvey be made of the| .
aress in regard to the amount of time and personnel psces- 25%1
TY mplesent & Records Mavegewent Program in which particular :
atress vas Lo be paid to the disposition phase of the progrsm. A

report snd recommendations {Attachment) wes submitted him for approval
and action.

8
Approved For Release 2006/05/1Q7 C’IA'” DP70-00211R000800350030-1




Approved For Release 2006/05/17£}A-RDP70-00211R000800350030-1

@, A summary report of thege accomplishments was frensmitted
to the Chief, ¥E m!rismn for his ormation., In sdditicn, discussions
were held vith other interested DD/P persmonnel emrning ¥E records
problews and thelr pmi‘hle solutions. 3

3. EOORMMERDATIONS
!

&, That further emphasis be placed on those administra-
tive and support type records created; scquired snd mainteined in the
tield. Bpecific attenition to be directed to the disposition and re-
tirerent phase of the program.

b. That the Bubjlect Numeric File Systen be adapted end
installed $o cover As meny n&ministrative and mteehmea} ?ilﬂ in the
field as possible,

¢. That designated vault areas be used to houge and
service soncurvent recorde while swsiting Aisposition.

4. Thaet a stuly be made for the pussible slotting
of records msnegement positions in the larger Tield laostallations
for the purpose of assisting and advising srea chiefs in vansgewent
problese and procedures,

25%1
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